
COSTS: 

PRO SE DIVORCE PACKET 
WITHOUT CHILDREN 

PACKET ................................ $10.00 ................................... DUE WHEN PACKET IS RECEIVED 

The following site offers free printable and fillable pdf. forms: 
http: //www.courtswv.gov/lower-courts /divorce-forms /index-divorce-forms.html 

FILING FEE ........................... $135.00............................... DUE AT TIME OF FILING 

SERVICE FEE 

BY SHERIFF ................ $25.00................................ DUE AT TIME OF FILING 

+ COPY FEE OF $1 PER PAGE 

OR 
BY CERTIFIED MAIL $20.00 ............................... DUE AT TIME OF FILING 

+ COPY FEE OF $1 PER PAGE 

A CONVENIENCE FEE IS ALSO APPLIED IF PAYING BY CREDIT OR DEBIT CARD. 

• The respondent will have 20 days from the date of service to file their answer; a copy is sent by the 
respondent to the petitioner and the original is delivered to circuit clerk for filing. Upon receipt of this 
answer either party may contact Family Court to schedule a hearing date. It is that party's responsibility 
to notify the other party of the hearing date and provide the Circuit Clerk with a notice of hearing. 

• If you plan to hire an attorney these forms may not be necessary. To apply for Legal Aid services you may 

call 1-866-255-4370. The Circuit Clerk's office staff is, by law, not permitted to assist 
you with legal questions. 

FAMILY COURT: 

304-647-7406 

106 S. COURT STREET 

LEWISBURG, WV 24901 

CIRCUIT CLERK: 

304-772-3017 

PO BOX 350 

UNION, WV 24983 

PLEASE COME BEFORE 3:00 PM TO FILE. 



WEST VIRGINIA PETITIONER'S DIVORCE PACKET INSTRUCTIONS 

* INIPORTANT INFORMATION * 

YOUR RIGHTS MAY BE BETTER PROTECTED 
\VITH THE HELP OF AN ATTORNEY. 

You can obtain a divorce without the assistance of an attorney, but if minor children will 
be involved in your divorce, if you and your spouse own a home or business, or if you or your 
spouse have a pension or retirement plan, yom custody. property, and support rights mav be 
better protected with the help of an attorney. · 

The staffs of the Circuit Clerk's Office and the Family Court are prohibited by law 
from providing legal ad,ice. 

*** 
TIME DEADLINES 

In n divorce case, the parties must meet certain deadlines, such as filing papers and 
documents by a specific date. The failure to meet deadlines can result in the Court 
imposing penalties. If the other party meets the deadline and you do not meet the deadline, 
the Court can accept the information that was filed by the other party. FAILURE TO 
·COMPLY \\'ITH DEADLINES CAN HURT YOUR CASE! These Instructions contain 
info_rruation on deadlines. Re;uJ tbe in~~ructions carefully, and pay attention to the 
deadlines. 

*** 
If you require any special arrangements 1o fully participate in court proceedings; 

for example, a language interpreter, bearing or visual aids, or accomruocfations for physical 
access, please notify the Circuit Clerk's Office by checking the appropriate box on the 
Petitioner's Civil Case Information Statement. 

*** 
INSTRUCTIONS FOR PETITIONER'S PACKET 

Tue Petitioner's Divorce Packet contains fonns and instructions you will need to 
represent yourself in your divorce case, without an attorney. As the person who starts the 
divorce case, you are the Petitioner. Yom spouse is the Respondent. Tue meanings of these 
terms and others are explained in the "Definitions of Legal Tem1S11 at the end of these 
instmctions. You should take a few minutes to read these definitions before you continue with 
these instructions. 

The fast pait of your Petitioner's Packet contains the instructions you are now reading. 
TI1e fonns follow the instrnctions. Please read these instmctions carefully. and please write 
clearly when you fill in the fonns. Tue fonns are very important to your case. If required forms 
are not properly-completed and filed on time, your case may be harmed, or delayed. You will 
file all of your fonns and all other required documents in the Circuit Clerk's Office. Unless 
othe1wise indicated, for every form and doclllllent you file. you will need an original that will be 
filed with the Circuit Clerk, a copy you will serve on the opposing party, and a copy for yourself 
If the BCSE is a party, you will need a copy that will be served on that age1icy. 
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The fonns in this packet require you to provide yom name, address, and telephone 
riuniber. If you believe your safety, liberty, or health, or the safety, liberty, or health of 
your children would be put at risk by the disclosure of this i,nformation, you must cµ~ck the 
box in the linportailt Notice section of the Petitioner's .Civil Case Information Statement 
AND you must file an affidavit to have the information withheld from all persons except 
court employee~ wbo nquire the information to carry out their duties. The affidavi~ you 
need to file is the Affidavit To Withhold Identifying Infonnation. This affidavit is not included 
in the Petitioner's Divorce Packet. If you need this affidavit, you can obtain one at the Circuit 
Clerk's Office. You can file this affidavit in the Circuit Clerk's Office at the beginning of your 
case, or later, or you can ask the Court to enter an order allowing you to withhold the 
information. If your identifying information is withheld, the Respondent's court papers will be 
servecJ through the Circuit·C.lerk or Farni_ly Colut, and not directly on yon. 

TO BEGIN, you must make certain you can file your divorce in West Vintinia. You can 
file your divorce in West Virginia onlv if: 

1. You or your spouse have lived in West Vinrinia for at least one year before the divorce is 
filed. 

OR 

2. You now live in West Virginia, and you and your spouse were married in West Virszinia. 

If yon can file your divorce in W~st Virginia, and you want to use the fonns in the 
Petitioner's Divorce Packet to prepare your divorce, you need to begin by studymg the following 
list of fo~ included in the packet. The list contains the names of the fonns, and important · 
information about the fonns and how they will be used m your case. The forms on the list are 
divided into three groups; Fonns Required in All Divorces, Foims Required in Divorces 
Invol~g 1'1inor Children, ~d Other Fonns You l'v!ay Need. Reacl t_he list of for~s <:~ref ully 
to determine the forms you need to complete. 

FOR.i\1S REQUIRED IN: ALL DIVORCES. 
1. PETITION FOR DIVORCE: 

The Petition~r files this document to begin the divorce. The Petition for Divorce tells the 
Court the reasons a divorce should be granted, and it tells the Comt how the Petitioner 
wants the Court to handle matters such as spousal support, allocation of custodial 
responsibility for the children, child support, and the division of property. You will file 
an original and one copy of your Petition in the Citcuit Clerk's Office . .. You will also 
want to keep a copy for your records. 

2. PETITIONER'S CIVIL CASE INFORMATION STATEMENT - DOMESTIC 
RELATIONS CASES: 

This form gives the Court important information about the case and the parties. \Vhen 
you file your Petition in the Circuit Clep,:'s Office, yqp also must file tµree copies of a 
completed Petitioners Civil Case Information Statement. 
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3. FINANCIAL STATEMENT: 
You and the Respondent will use this fortn to list income, assets, and liabilities. Each of 
you i.vill complete one of these forms. In cases involving minor children ana/or spousal 
support, each qf you must file the additional information discussed in Step 1. You m!!!t 
file your coinpleted Financial Statement with the Petition. Any additional 
information required to supplement your financial 'disclosure, or any updates or 
changes to your fmancial statement, must be filed in the Circuit Clerk's Office as 
required by the scheduling order of the court. If you do no~ have a scheduling 
order, then the additionaJ information must-be med no later than 5 days before the 
first hearing i'n "your case. If one party tues the financial i.nf ormation on time, and 
the other party does not, the Court can proceed with the financial information 
missing, can refuse ~o grant requested relief to the party who didn't me the 
information~ and can base a decision solely on the ·information that was filed on 
time. 

4. VITAL STATISTICS FORM: 

This form is used t6 update the state's vital statistics records on b~, deaths, marriages, 
and divorces. You must file !h,is fQID! with your Petition-For Djyorce. 

FORMS REQUIRED IN: DIVORCES INVOLVING :MINOR CHILDREN 
OR SPOUSAL SUPPORT. 

i. APPLICATION FOR CHILD SUPPORT AND INCOME WITHHOLDING 
SERVICES FROM THE BUREAU FOR CHILD SUPPORT ENFORCEMENT: 

If minor children are involved in the divorce, or spousal support is being requested by 
either party, you-must compl~te this form, and file it·in the Circuit Clerk's Office when 
you file your Petition. The:Respondent also must complete this form, and file it in the 
Circuit Clerk's Office with the Answer to Divorce Petition. 

2. PROPOSED PARENTING PLAN: 

If minor children are ihvolved in the divorce, you and the other parent mhst attempt to 
agree on a Jqint Proposed Parenting Plan, unless your or your children1s safety and weU
being would be put at risk. A Joint Proposed Parenting Plan tells the Court in detail how 
the parents think the responsibilities for raising the children should be shared after the 
divo_rce. If you and the otp.er parent cannot agree on a Joint_ Parea,ting :Plan, each of you 
must file Individual Proposed Parenting Plans. In either event, Joint or Individual 
Plans should be filed prior to the first hearing/conference in the case. · If one partv 
files an Individual Plan on time, and the other party does not, the Court can rely 
solely on the plan that was filed on time. The Parenting Plan Instructions 
accompanying the Parenting Plan fonns explain Parenting Plans in detail. 

3. -PARENTEDUCATIONNOTICE: 
This notice explains that each parent must pay a $25 Parent Education Fee, unless fees 
have been waived, and must coQiplete a Parent Education Class conducted by specially 
trained persons approved by the Courts. · · 
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OTHER FORl\iS YOU MAY NEED. 

1. ACCEPTANCE OF SERVICE: 
This form is 11sed if the Respondent voluntarily accepts the divorce papers, or picks them 
up in the Circuit Clerk's Office. 

2. AFFIDAVIT OF NON-RESIDENCY OR Ul\1XNOWN RESIDENCY: 

You will use this form if the Respondent cannot be served in West Virginia because the 
address is not known, .Qr if the Respondent lives out of state. Y mi niust sign this form in 
front of a Notary Public or Depu_ty Circuit Clerk. 

3. SERVICEMElVIBERS CIVIL RELIEF ACT WAIVER: 
The Servicemembers Civil Relief Act pe1mits persons serving in the aimed forces to 
delay comt cases. A party serv~g in the armed forces who signs this fonn agrees to 
allow the divorce to proceed despite the Servicemembers Civil Relief Act. 

4. DIVORCE A.i~S\VER PACKET: 

This packet contains the fomis and instrnctimis the Respondent needs to handle the 
divorce without an attorney. 

,Now that you've reviewed the list of forms, you next need to determine the correct 
forms for your case, and the rl:eadlines for serving and fi~ing those forms. These things are 
ex~Iained in Step 1. 

STEP 1. WHAT ARE THE CORRECT FORMS FOR YOUR CASE? 
WHAT ARE THE DEADLINES FOR F1LING THE FORMS? 

A. EVERYONE who files a divorce case MUST complete and file the following forn1S: 

Petition for Divorce - Deadline: There is no deadline for filing the Petition, but when the 
Petition is filed, the Court's clock starts. 

Petitioner's Civil Case Information Statement - Deadline: Must be filed with the Petition. 

Vital Statistics Form - Deadline; Must be filed with the Petition. 

Fin:.mcial Statement - Deadline: Must be filed with the Petition and seived 011 the other 
patty, or parties, and filed in tJie Circuit Clerk's Office. AND, in cases jnvohjngminor 
children, and/or spousal support, the Financial Statement must be accompanied by the 
additional information explained in iten1S B and C inuuediately below. 

B. If MINOR CIIlLDREN are involved in the divorce, IN ADD ill ON to the forms in 
Group 1, you MUST also complete and file the following forms: 

Application for Child Support Enforcement and Income Withholding Senices -
Deadline: Must be filed with the Petition. 

Proposed Parenting Plan - Deadline: Before the first hearing. 

AND 

You MUST also file the following information with vour Financial Statement: 

1. A copy of your 3 most recent wage or salary stubs sliowing gross pay, deductions for 
taxes and other items, and net pay for a nonnal pay period, and for the year-to-date; 
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2. Copies of your and yo~ spouse's complete income tax returns for the two years 
imiilediately preceding the date the Petition was filed, together with copies of the federal 
Form W-2 for those years; and a copy of the Form W-2 f<>r the most recent year for 
which that form is available, even if a tax ren1m has not yet been filed for that year; 

3. For self-employed persons_ and business owners, a copy of a current financial statement 
showing.gross income, expenses, ·and net income; 

4. Copies of any invoices or receipts showing the cost of any extraordinruy medical expenses 
for the party or the children, any child care exp_enses, aµd any expenses necessitated l?Y 
the special needs of the children. 

Al\1> 
You MUST also complete a Parent Education Class. Deadlines: You must pay the 
Parent Education Fee when you file your Petition; tin.less your fees have been waived. 
You should attempt to complete a Parent Education_ Class before your first hearing. If 
you do not, your case may be delayed. 

C. If you are requesting SPOUSAL SUPPORT, (alimony), IN ADDffiON to the Group 1 
forms, vou MUST also complete and file: · 

Application for Child Support Enforcement and Income Withholding Services -
Deadline: -Must be filed with the Petition. · · 

AND 
You MUST file WITH your Financial Statement tile additional-info·rmation iisted in 
items B. 1 - 4 immediately above. 

D. if you serve the Respondent by PUBLICATION, IN ADDITION to the required Group 
1, 2, and 3 forms, you ALSO must complete and file an Mfida,it of Non-residency. 

Now that you've detennined the fonns required for your divorce, go to Step 2 to learn 
about how to fill out the Petition fonn, and other required fonns. 

STEP 2. HO\V TO FILL OUT THE PETIT~ON AND OTHER FOfil.'IS. 

Before you begin, you may want to make several copies of each blank form. You can·use 
the copies to practice on, and you'll have extra blank forms if you niake an e1rnr completing a 
fo~m.-

Filling out the Petition form is a matter of checking the right boxes, and filling-in blanks. 
Tue fo1m is self-explanatory, but make certain you read everything carefully, and fully 
m1derstand what you're doing when you cbecka box or fill in a blank. Items 20, 21, 22, and 23 
on the Petition cmicem the grounds for divorce. Read the last section in this step for information 
about the grounds for divorce. Complete the Petition forui down to the Verification. Don't 
complete and sign the Verification until you are before a Notruy Public. Deputy Circuit Clerks 
c~ also notarize your.Verification. · 

Next, take a look at the other forms you must ~11 out If necessary, retum to Step 1 and 
review the list of fonns to make certain you fill out all of the required forms. Some fonns have a 
set of instrnctioiis accompanying them; the Parenting Plan, for example. 0ther forms have 
iµstructions built m,to the form. Read the instructio1is and fo1ms carefol)y, and make certain you 
understand what you're _doing when you check a box or fill in a blank. 
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GROU1\1JS FOR DIVORCE 

Tue Divorce Petition form inclucled in this packet lists three coD,llllon grounds for 
divorce. The most common ground is Irreconcilable Differences. This ground is Item 20 in the 
Divorce Petition. Item 20 does not require a check mark. In other words, when you file the 
fonn, Petition for Divorce, you _are automatically claiming Irreconcilable Pifferences as a 
grotmd, uniess you cross it out. Tue other two grounds listed in the form Petition, Items 21 and 
22, must be checked to be claimed as grounds. TI1e grounds of Irreconcilable Differences and 
One Year Separation are briefly explained in the next two· paragraphs. 

Irreconcilable Differences 
To obtain a divorce on the ground of irreconcilable Differences: 

1. Toe Divorce Petition must claim Irreconcilable Differences as a grom1d. Irreconcilable 
Differences is automatically claimed by filing the form, Petition for Divorce, included 
with the Petitioner's Divorc~ Packet. 

2. The Respondent must file an Answer To Divorce Petition, and the Answer must admit 
Irreconcilable Differences. 

3. At least one of the parties to the divorce, you or the Respondent, must attend the final 
hearing. 

One Year Separation 

To c:ibtain a d1vorce on the ground of One Year Separation: 

1. You must check Item 21 on the Divorce Petition. 

2. At least one witness must testify to the I year separation. (Neither you, nor the 
Respondent, count as this one witness.) 

3. At least one of the parties to the divorce, you or the Respondent, must attend the final 
hearing. 

After you've filled out the correct forms, the next step is to determine the county in 
which you.need to file your forms. Step 3 explains this, and also provides information 
about the filing fee, and other fees and court costs. 

STEP 3. FILE YOUR FOR.J.\18 IN TJIE PROPER co~. 
FEES Al\1D COURT COSTS. 

. . 

After you have completed the correct forms, you'll begin your divorce case by filing 
the forms in the Circuit Clerk's Office in the proper comity. Here's ho,v to determine the 
counfy ~n which to file your ~ivorce. 

If the Respondent lives in West Virginia: 

1. You can file in the cmmty in which the Respondent lives. 
OR 

2. You can file in the county in which you and the Respondent last lived together. 

H the Responde11t' s address is Uf!lqtown, or the ~espon,de~t lives out of state: 

1. You can file in the county in which yciu no\v Ii ve. 
OR 

2. You can file in the county in which you and the Respondent last lived fog;ether. 
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After yon have detennined the cmmty in which you will file, take your completed fonns 
to· the Circuit Clerk's Office in that cmmty and give them to a Deputy Clerk for filing. 

Important Note. The law prohibits the Circuit Clerk and Deputy Clerks from providing 
legal advice. This means they cannot assist you in completing your forms, or "check'' your 
foIIDS to see if you've completed them con-ectly. 

Fees and Cotfrt Costs. 

Tue law requires a person filing a court case to pay a filing fee, and ceitain other fees and 
costs which. are used to help pay the cost of operating the court system. These fees and costs ate 
not refundable if you change your mind about vour divorce. Read the following information to 
learn more about the fees and costs you will have to pay, and to learn what to do if you cannot 
afford to pay these fees and costs. 

Tue following fees are due at the time you file yam divorce. 

* Fee for filing Divorce Petition - $135. 
• Fee if your Petition is served on the Respondent by the Sheriff's Department - $25. 
* Fee if your Petition is seived on the Respondent by ce1iified mail/restricted delivery - $20. 

If you cannot afford to pay these fees and court costs, you should ask a Deputy Circuit 
Clerk for an affidavit to waive fees and court costs. You can fill out the affidavit in the Clerk's 
·office. The affidavit requires you to list some basic information about your financial situation 
with supporting docl,llllentation. A Deputy Clerk will review your completed affidavit, and tell 
you if you meet the legal requirements to have your fees and costs waived. If you meet these 
requirements, you will not have to pay fees and costs. if you don't meet these requirements, you 
must pay fees and costs, but you can ask the Court to review your affidavit later. Tue Court will 
review your request for waiver of fees at a later hearing and will dete1mine your eligibility even 
if the clerk has approved your waiver. Criminal charges can be filed against you if you provide 
false information on this affidavit. 

After your divorce has been filed, the next step is having the divo1·ce papers served 
on the Respondent. To learn how this is done, go to Step 4. 

STEP 4. HOW TO HA VE DIVORCE PAPERS SERVED ON TiIE 
RESP01'1)E1'1T. 

Before any type of hearing, except an emergency l1earing, can be held in your case, 
the Respondent must be served with a Summons, a copy of your Petition, and the other 
documents you filed with it. Tue Sll1ll0lons, your Petition, and the documents you filed ,vith it 
are sometimes refeued to as "the divorce papers," or "the papers." The serving of comt papers is 
called "service of process," or just "service." It is yol1r responsibility to arrange for the 
Respondent to be properly sen'ed with the divorce papers. Tue following paragraphs 
describe the methods by which the divorce papers can be seived. Read this information 
carefully. If the Respondent is not properly sen1ed. vour case will not go forward. 

PERSONAL SERVICE BY THE SHERIFF'S DEPARTMENT. Tue divorce papers are 
delivered to the Respondent by the Sheriff's Department. This type of service is arranged 
through tlle Circuit Clerk's Office. Y 011 pay the fee of $25, and provide precise directions to the 
Respondent's residence or place of work. Tue better your directions, the more likely the 
Sheriffs Department is to find the Respondent. Tue Respondent has 20 days from the date the 
divorce papers are delivered to serve you with an Answer: 
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ACCEPTA.t~CE OF SERVICE. To use this method of service, you must have the Respondent 
sign an Acceptance of Se1vice fotni before a Notary Public when you .give the Respondent the 
cijv:orce papers; and you must promptly file that fonn in the Circuit Clerk's Office. From the 
date the form is signed, the Respondent has 20 days to serve you with an Answer. 

PERSONAL SERVICE BY PRIY ATE PROCESS SERVER The law pennits persons other 
'than members of the Sheriffs Department to deliver the divorce papers to the Respondent, but, 
se1vice cannot be made by a party to the case, :ind the person serving the papers !!!!!fil. be 18 
years of age or older. For this type of service to be valid, the person who se1ves the papers must 
complete an affidavit which stntes when and where the papers were served, and this affidavit 
must be filed in the Circuit Clerk's Office. The Respondent has 20 days from the date the 
divorce pap_ers are delivered to serve you with ~ Answer. 

SERVICE BY CERTIFIED MAIL. 111is type of service is arranged through the Circuit 
Clerk's Office. You pay a fee of$20 to the Circuit Clerk. The Circuit Clerk's Office mails the 
divorce papers to the Respondent by certified mail, with restricted delivery and retiun receipt 
requested. If the mailing is accepted, the Clerk's Office will receive the retum receipt postcard 
with the signature of the person who accepted the mailing. If the mailing is returned 
-undelivered, or if n person qther than the Respondent accepts the mailing and signs the receipt, 
yo11 don't have good service. and vour case wiil not go forward. The Respondent has 20 days 
from the date the divorce papers were delivered to serve you with an Answer. 

SERVICE BY PUBLICATION. In this type of se1vice, a·'legal notice of your Divorce Petition 
is published in a n'ewsp.aper in the county in which you filed your divorce. Service by 
Publication can be used in onlv two situations. 

I. The Respondent's location/address is unknown. 
OR 

2. The Respondent lives out of state. and will not si!Zll ihe Return Receipt for Service bv· 
Certified Mail. 

BUT, even if one of these situations applies to your case, you should la16w that, if you 
us~ Service by Pu~licati(!n, the Court's ability to award child support and/or spousal 
support will be limited. 

AND. even if one of these sih1ations applies to your case, DO NOT use S_ervicc by 
Publication if the only ground you claim for divorce is irreconcilable differences. 

To attempt Service by Publication, follow these steps. 

1. Complete the Affidavit of Non-Residency or Unknown Residency fom1, and take it to the 
Circuit Clerk's Office. 

2. A Deputy Clerk will fill out an Order of Publication. 

3. Immediately take the Order of Publication to a newspaper in the cmmty in which you filed 
your divorce if the Respondent's location is unknown. If the Respondent liv~s out-of-state 
and will not sign the Return for Service by Certified Mail, then take the Order of Publication 
to a newspaper in the county of the last known address of the Respondent. You will be 
required to pay the newspaper.for the publication cost, unless your fees and costs have been 
waived. The Notice will be published once a week for two weeks in a row. If fees and costs 
have been waived, the Circuit Clerk will send your Order of Publication to the proper 
newspaper for publication. 
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4. After the Notice of Divorce has been published twice, the newspaper will complete an 
Affidavit of Pl.iblication to confirm the publication has taken place. In some cowities, the 
newspaper ~ails this Affidavit to the Circuit Clerk's Office. Ii;i some com~ties, the 
newspaper mails this Affidavit to the Petitioner. If the· newspaper mails you the Affidavit, 
you must immediately file if in the Circuit-Clerk's Office. Without the Affidavit of 
Publication in your file, you have I!O proof of service, aµd your 4ivorce will '1ot go foiward. 
A copy of.the Notice of Divorce fro~1 the newspaper is not good proof of service. 

5. Tue Respondent has 30 days from the date of the Notice's first publication to Answer. 

Now tliat you've gotten your case undenvay by having the Respondent served with 
the diforce papers, move on to Step S to learn about the Respondent's Answer to your 
Divorce Petition. 

STEP 5. THE RESPONDENT?S ANSWER. 
Tue Answer is the Respondent's written reply to your Petition. As you iearned in Step 4, 

the Respondent will have 20 or 30 days to serve you with an Answer, depending on the method 
by which tlie divorce papers were seived. 

If the Respondent doesn't have a lawyer, he or she should obtain a Divorce Answer 
Packet from a Circuit Clerk's Office, or you can get one and pass it along. These fonns are also 
available online at www.courtswv.gov. 

Important reminder about the Respondent's answer and "no-fault'' divorces. 

To obtain a "no-fault" divorce on the grmmd of µ-reconcilable differences, the 
Respondent must file an Answer admitting irreconcilable differences, and certain other 
requirements must be met. Return to Step 1 for more infonnation about the requirements for 
obtaining a "no-Jault" divorce. 

Next, proc~ed to Step 6, and learn how the hearings and conferences in your case 
will be conducted. 

STEP 6. CONFERENCES & HEARINGS: WHAT TO EXPECT. 

In Step 6, we'll discuss hciw the conferences and hearings in your case will be conducted. 
In Step 7, ypu'll le~ what you ~eed to do to prepare for your first co¢"erence or J,iearing. 
Conferences are conducted by the Family Court's Case Coordinator or the'Family .Court Judge. 
Hearings are ·conditcted by the Family Court Judge. Conferences and hearings are set by the 
-family court office. 

In Family Court, all hearin~ and conferences are ~et by Scheduling Orders. It is very 
important that you attend all hearings, show up on time, and come prepared. You risk 
hurting your case if you fail to attend hearings, show up late, or come unprepared. Find out 
where the hearings will be held and allow plenty of time to get there on time. 

If you receive a Scheduling Order notifying you of a hearing or conference, and you will 
not be able to attend, you must send the Family Court a written request to reschedule. This is 
called a Motion for Continuance. You must state the reason you cannot attend the originally 
scheduled hearing. The Family Court must receive your motion to continue not less than 7 
business days before the date of the hearing you want rescheduled, and you must serve this 
motion on the Respondent. 
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Family Court hearings are not open to the public. Only the parties, attorneys for parties, 
and witnesses are allowed to attend heatings. All hearings are recorded with video and audio 
equipment. Everyone who testifies must swear or affinn to tell the trnth. Everyone is expected 
to behave in a comteous and dignified manner. Courts will not tolerate improper conduct. The 
Rliles of Court prohibit photographs, videotaping, and sound recording in the courtroom, and in 
all public areas associated with the comiroom. 

Some Fani.ily Court Judges question the paities and their witnesses. Others want the 
a_ttomeys and the self-represented parties to present evidence and question wih1esses. If you are 
1'epresenting yourself, you will be expected to present your evidence and question witnesses. 
Ask a member of the Family Court staff how the judge will conduct your hearing. 

Not all hearings produce an immediate decision. Sometimes, the issues in dispute just 
aren't ready for a decision. For instance, the judge may decide more evidence is needed on an 
issue. Sometimes, the judge will want to think things over before making a decision. 
Sometimes, the judge will announce a decision at the conclusion of a hearing. Whatever the 
circmnstances, once made, all decisions are written down in the form of Orders, and filed in the 
Circuit Clerk's Office. If there's an attorney in the case, the Family Court Judge may ask the 
attorney to draft an Order which will be sent to tlie judge and the other paity for review. If 
neither party has 811 attorney, the Family Court Judge will prepare the Orders. 

Now that you've learned some things about the way bearings are .conducted, move 
to Step 7, and learri what you need to do to prepare for the first hearing or conference in 
your case . 

. STEP 7. PREPARING FOR THE FIRST HEARING OR CONFERENCE. 
In Step 7, we'll discuss what will happen at the first hearing or conference in your case, 

and what you need to do to prepare. To begin, review the following list of important reminders 
pf things that must be done before the first heaiing or conference. 

THINGS YOU NEED TO DO BEFORE THE FIRST HEARI.t"JG OR CONFERENCE. 

Parent Education: If minor children are involved in the divorce, both parents must complete an 
approved Parent Education Class, and file a Class Completion Certificate in the Cj.rcuit Clerk's 
Office. You need to schedule and attempt to complete a Parent Education Class before the first 
conference/hearing. If you do not, your case may be delayed. 

Proposed Parenting Plan: If minor children are involved in the divorce. before the first 
hearing/conference, you aI1d tlie other parent need to file a Joint Proposed Parenting Plan 
together, fil: each of you need to file Individual Proposed Parenting Plans. 

Witness Subpoenas: If you think yon will need witnesses to testify at a hearing, you need to 
make certain those witnesses will attend. If you ai·e not ce1tain a witness will show up, you need 
to obtain a subpoena. To arrange for a subpoena, go to the Circuit Clerk's Office. You should 
do this at least 10 days before the hearing. To obtain witness subpoenas, you need to provide the 
Deputy Clerk with the names and addresses of the witnesses, and pay a Clerk's Fee of .50 cents 
per subpoena, and a service fee of $25 per subpoena, unless your fees have been waived. 

SCA-FC-100: West Vir~nia Petitioner's Divorce Parket Instructions 
Reviewed: 05/2014; Revised: 05/2014; ~Ti WVSCAApproved: 06/17/2014 

Page 10 of 15 



THE FIRST CONFERENCE OR HEARING: "'HAT TO EXPECT. 

If a party makes a wriHen motion for temporary relief, the first hearing may be a hearing 
on temporary relief. Temporary relief hearings deal with matters such as allocation of custodial 
responsibility, allocation of time ~pent with the children, child support, medical support, spousal 
support, and possession of the marital residence. 

The first conference or hearing will be held after the Respondent has been served with 
your Petition, and the time for the Respondent to seive you \Vith an Answer has ended. 

This first hearing is called a case management conference/hearing. You wili receive a 
Scheduling Order telling yo·u the date, time, and place, and whether the proceeding will be a 
conference conducted by the Case Coordinator, or a hearing conducted by the Family Comt 
Judge. The Scheduling Order will.tell you if you need to complete and file any additional fonns, 
·file.any additional infonnation, or take care of any othei" matters before you come to the hearing. 

One of the purposes of the case management conference/hearing is to determine what 
issues are disputed in your case, and how many hearings and how much time your case will 
require. If your case ha~ no disputed issues, the first hearing may be the only hearing necessary, 
.and 1the Court may suggest making the first hearing the fmal hearing. This can only be done if 
there is a goo.cl reason to do it, all necessary papers have been filed, and you and the Respondent 
~gree to it. 

In cases involving minor children, the most important subject discussed at the first 
conference/hearing will be the development of a Parenting Plan. Read the Parenting Plan 
Instmctions to learn the things you need to lmow about Parenting Plans. 

HOW TO PREPARE FOR HEARINGS. 

As the .Petitioner, you will be required to prove the grounds for divorce you claimed in 
your Petition .. The other issues that ,vill be the subject of hearings in your case depend on the 
nature of your case and the particular issues in dispute between ypu and the Respondent. Issues 
frequently in dispute in divorce cases include, but are not limited to, allocation of custodial 
responsibility, child support, division and possession of marital property, spotisal support, and 
the division of marital assets and debts. To prepare for a hearing, the first thing you need to do is 
make sure you understand what issues will be addressed atthat hearing. The second thing you 
need to do is decide how you can prove your case on these issues. You can prove your case by 
your testimony, by documents, or by the testimony of witnesses. The Respondent :will be given 
the same opportunities to testify and present evidence. Make a plan for how you will present 
your case. It's best to write things down. List the things you want to prove, and for each thing 
yoti want to prove, list how you will prove it; by witness testimony, or a document, for example. 

As you have learned, in some cases the first hearing may be the mtly hearing necessary. 
In other cases, a number of hearings may be required before the case reaches a final hearing. 
What happens after the f'4ial hearing is discussed in Step 8. 
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STEP 8. WHAT HAPPENS AFTER THE FINAL H.EARING? 
The fmal hearing will result in a Final Order concluding the case and settling all issues in 

dispute. Both parties will receive copies of the Final Order. You are NOT legally diYorced 
until a Final Order bas been signed bv the Familv Court Judge! 

Any party may file a Motion for Reconsideration of a Final Order for one of the five 
types ofreasons specified in Chapter 51, Article 2A, Sectiqn 10 of the West Vi._rginia Code. A 
Motion for Reconsideration can be filed only for one of these reasons. A Motion for 
Reconsideration is made to the Family Com1, and must be filed with the Circuit Clerk within a 
reasonable time ~fter the Final Oi;der was entered, or wi~bin one year, depending on (he reasop 
for which the motion is filed. 

Any party may appeal a Final Order of Family Cm1.11 to the Circuit Court. An appea\ to 
the Circuit Court i~ made by filing a Petition for Appeal from Fanuly Court Final Order with the 
Circuit Clerk. A Petition for Appeal must be filed within 30 days after the date the Final Order 
was entered. Tue Circuit Court may refose to consider a Petition for Appeal. The other parties 
have a right to file a Reply to a Petition for Appeal, and file a Cross Petition; and the party filing 
the Petition for Appeal has a 1ight to file a Reply to a Cross Petition. If the Circuit Court does · 
not rule on the petition within the time required, all parties will receive a notice the appeal will 
be automatically transferred to the West Virginia Supreme Court of APP.eals unless all parties 
file written objections to the transfer. If an appeal is transferrecl to the Supreme Court, the 
parties are not requited to file any additional papers. 

If the Circuit Court refuses to consider a Petition for Appeal, or if a party disagrees ·with 
the Circuit Com1's rnling on a Petition for Appeal, an appeal may be made to the Supreme Court 
of Appeals. 

Under some circumstances, a Final Order of Family Court niay be appealed directly to 
the Supreme Court of Appeals. Titis may be done if all parties, together or separately, file a 
.Notice of Intent to Appeal Family Court Final Order and Waiver of Right to Appeal to Circuit 
Court. Filing this Notice .requires a waiver of the right to file a Petition for Appeal to the Circ1iit 
Court. The Notice must be filed within 14 days after the date tbe Final Order was entered. 

A party filing an appeal to the Circuit Court or Supreme Court may make a Motion for a 
Stay. A Motion for a Stay asks thanhe tenns of a Final Order not be carried out until the appeal 
has been resolved. A Motion for a Stay is made in the Family Court. If the FarnJ__ly Court denies 
the motion, the motion may be made in the Circuit Court. The payment of spousal s1ipport and 
child support cannot be stayed. The payment of past due child support may be stayed. 

Forms and instruct1ons for appeals to the Cii'cuit Court and S~preme Court are available 
·in Family Court and· Circuit Clerk offices. These fonris are also available online at 
www.courtswv.gov. 
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DEFThTJTIONS OF LEGAL TER.i"VIS 

Affidavit 
A written statement of facts sworn to before a Notary Public. 

Alimony 
Money paid by a divorced person for the support of the ex-spouse. Alimony is now called 
"spou~al support." Alimony is not the same as child support. 

Allocation of. Custodia.I J,lespo_ns~bility 
The allocation of custodial responsibility detemunes how the parents will share custody of the 
children after the divorce. Fonnerly refeued to as "child custody." 

Answer 

Th~ Respondent's written response to the Petition for Divo,rce. 

Application For Child Support Enforcement And Income \Vithholding Services 

In cases involving minor children, both parents must fill out this form to request or decline child 
si1pport enforcement and income withholding se1vices from the Bureau For Child Supp01t 
Enforcement. 

Bureau For Child Support Enforcement (BCSE) 
The state agency that enforces parents' child support obligations and helps collect child supp01t 
payments. 

Case Coordinator 
The Family Court staff person who keeps track of cases, and holds conferences with the parties. 

Child Support 

The money paid by a divorced parent to help pay the expenses of raising the children. Toe 
Family Court Judge sets the an10unt of support by using West Virginia's child support formula. 

Circuit Clerk 

The court official who keeps all court files and documents. All papers filed in a court case are 
filed in the Circuit Clerk's Office. Most service of process is arranged through the Circuit 
Clerk's Office. 

Circuit Court 

TI1e court of ge~eral juriscijction for a county, or for several counties grouped tog~ther as a 
circuit. 

Divorce 

Toe termination of a marriage by a Court based on proof provided by the pai1ies. 

Family Court 

The Court that handles divorces, paternity cases, and other types of family cases. 

Fin_ancial Statements 

Fonns that provide the Court witlJ financial ~onnation ab9ut the income, assets, and ljabilities 
of the parties. 
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Grounds 
The reasons for a divorce. Two common grounds for divorce u1 West Virginia are irreconcilable 
differences and one year separation. 

Irreconcilable Differences 

One of the grounds for a divorce. Irreconcilable d~fferences means the parties cannot get along 
with each other, and don't think they ever will. 

Mediation 
A way of settling Parenting Plan disagreements, A neutral J]J,ird party, the Mediator, helps the 
parties agree on a Parenting Plan. 

Mediator 
A person trained to JieJp persons settle disagreements. 

Notary Public 
An individual certified to witness and authenticate the signing of legal docllillents. 

Order. 
A written docume~t recording a Court decision. 

Parent Education Class 
A. class designed to help divorcing parents understand the negative effects of divorce and child 
custody disputes on children, and to teach parents ways to lessen those negative effects. Parent 
Education Classes are taught by specially trained ~ersons approved by the Courts. 

Parenting Plan 

A'dociuneiit which states in detail how divorcing parents will share the responsibilities for 
raising their children after the parents no loµger live together. 

Party 

fu a divorce, the Petitioner is one party, and the Respondent is the other party. 

Petition for Divorce 
TI1e Petition for Divorce is filed by the party who begins the divorce case, the Petition~r. The 
Petition states the grounds for divorce, and states what actions the Petitioner wants the Court to 
talce on matters such as the allocation of custodial responsibility for children, child support, 
spc:,nsal supp01,t, aµd: the division of marital p_roperty. 

Petitioner 
The person who begins the divorce by filing a Petition for Divoi:ce. 

Petitioner's Civil Case ~nformation Statement 
Aforrn filed in the Circuit Clerk's Office by the Petitioner at the beginning of the case to provide 
the Court with information about the case. It is filed with the.l~etition For Divorce. 

Premediati_on Screeni~g 
In divorce cases involving minor children, a process in which a trained Premecli~tion Screener 
.meets separately with both parties to detennine if a Mediator can help the parties agree on a Joint 
Parenting Plan. 
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Relief 
What a party to a court case requests from the Court. ·For example, spousal support would be 
one type of relief a parly might request. · -

Respondt:nt 

Jn_e person on the otJier side of the divor.ce case from the Petitioner. 

Respondent's Civil Case Information Statement 
A fomi filed in the Circuit Clerk's Office by the Respondent to provide the Court with 
.info1mation apout tlie.case. It is filed with the Answer To Divorce Petition_. 

'Self-Represented· Party 

A person who acts as her/his own attorney in a court case. Persons ,vho represent themselves are 
also referr~d to as pr9 se litigants, pronounced "pro say." 

Separation 
In divorce cases, a situation in which Petitioner and Respo.µdent live in separate households and 
-no longer have marital relations. 

Service 

The delivery, by autho~ed methods, of a court .docwl!-ent. 

$ervicemembers Civil Relief Ad Waiv:er 
This form waives the· federal protection to active duty Servicemembers under the 
Se1vicememb.ers Civil Relief Act found at 50 U.S.C. App. § 501 et seq. 

sh·ared Parenting 

The sharing l?y divorced parents of their responsibilities for 111isii1g their children:. 

Spousal SupP,ort 

M<;>ney paid by a divorced person t~ the ex-spouse. Fonne~ly called "alinlony." 

Spouse 

Atertn used to mean ail. individual who is legally maiiied; i.e.: the Petitioner or Responaent-iii a 
divorce action. 

Summons 

The court document that notifies the Respondent of the filing of the Petitioner's case, and states 
the amount of time the Respondent has to serve an Answer. 

The End 
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IN THE FAMILY.CO~T OF 

INRE: 

MONROE COUNlY, WEST VIRGINIA 

·Civil Action No. 
Tl!e l\ilai:ri.;ige / Cllil_~reµ Of: (Completetl by Circuit c;lerk's Office.) 

Petitioner(First/Middle/Last) Respondent (First/Middle/Last) 

PETITION FOR t~IVORCE 

t, , the Petitioner, upon oath, state iliat.the foiiowmg facts 

and allegat_ioris are true· to the best of my per~onal .knowledge -and be~ief; and ifl have provided infonilation, 

given to me by others, I bel,iev~ that infonnatio~Jo µe true. 

Check the bo.'r:es ah<_/ fi! I in the bia11ks for all ii ems that apply to yo1ir case. 

0 YES D NO Are you currently a party to.a d_omestic violence procee~g? 

L D Petitioner has lieeii a resident of West Virginia for inore thati one year prior to-filing this divorce case. 

D Respondent has been a resident of West Virgni.ia for more than one year prior to the filing of this 
divorce case. 

0 Petitioner and Respondent" were married in West -Virginia, and at least oiie of.them resides in .West 
Virgiaja at ;h!s µrµ.e. 

·2._ TJ.lis action is being b~c;,ught-i_n Monroe County, West Y.~rgiilia becaus_e: 

D This is the counry~here the Petitioner and Respondent last lived together as spouses. 

D ·This is the county. where the Respondent now resides, 

□ This is the county where the Petitioner now resides, and the Respondent is not a resident of West 
Virginia. . .. 

D Other reasons: (Explain) 
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3. Petitioner currently resides in County, West Yirginia. ------------
4. Respondent ctin·ently resides: (Check only one of the following three #ems.) 

D In Coun_ty, West Virginia. ------------
D At an address llllknown to the Petitioner. 

D Out of state, where the last known a~dress was 

5. Petitioner and Respondent were married in County, in the state of 
------------

, on tlie day of ----------- --- -----------------

6. Petitioner and°Respondent last lived together as spouses in County, in the state ----------
of at the address of --------- ---------------------
Petitioner and Respondent separated on the day of , and --- --------------
thatseparation has been continuous and ~1tem1pted since that date. 

7. DYES ONO a. Is either party to this case under the age of eighteen? 

DYES D NO b. I~ either party to this case currently serving on active dt1ty with the military services of 
the United States? 

D YES D NO c. Is either party to· this case legally inco~petent? 

DYES ONO d . .Is either party to this case currently incarcerated? 

8. Petitioner and Respondent ate the parents of: 

D No children were born during this marriage, and no_ children are expected. 

D The children whose names and dates of birth are: 

Nanie Date of Birth Name Date of Birth 

I I I I 

I I I I 

I I I I 

I I I I 

In the rest of this Petition, 'rihe children" always means the children whose nmi,es youjust listed. 

D A child is currently expected, and the estimated date of delivery is 
--------· 

I I 
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9- The:childr~n currently:live wi)h: D Petitioner D Respond~nt. 

D A.µ9.ther pers9~, or pe~sons, "'.µo_se n.:;tme(s) and a_dc4ess(e·s}~: 

10. During the last five years, .if any of the children have live_d at aadresses other than_ their current address, use, 
the foilowing space-to list where theyJived, and for how long. ff there is-not enough room i11 thejo!lowing 

• ' • ~ I .• • • ~ 

space~_ 1_1se mi additio_n'al #~eet of paper. 

I have attached additional sheet(s). 

Child's Name Address ·J);ite of Residenc~ 

11. Who provi~es health insurance for the children? 

D Petiti~ner D Resp9ndent 0 fy!edj~id □ WVClllP· 

D Another person, whose name and_address is 

D :the cb..ildren DO NOT have healtl{ insurance coverage. 

The West Virgiiifa'Childi-en's H~illth Insurance Program (WV CHIP) can help parents· obtain 
free or low cost health care for their children. For more information, call 1-877-982-2447, or ask 
t~e Fa~r C~tµrt staff about_ WV<;::~. 

12. Aµs'Y~f a~J of the fgll,owing questions. 

D YES D NO a. Has the Petitioner been a party qr witness in any other proceeding, in any st~te, 
concemirig the allocation of custodial responsibility for the cliildren? . 

DYES D NO b. Is the Petitioner aware of any other ·proceeding, past ot present, in any state, 
concerajng a~l9catjon of custo_clial te~9gsibility.(9r !lie cµildi,:en? -

D YES ONO c. Is ,the Petitioner aware .of any person other than the parties to this case who has 
~hysic~ custody of,or claims any custodial right concerning the children? 
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13. Check all of the following items that apply. 

D Tue children have resided in West Virginia for at least 6 months immediately.preceding the filing of 
th.is case, or from birth if less than six months old. 

D Tue Petitioner be~ieves it is in the best interest of the children for a West Virginia co_urt to assume 
jmisdiction of this case, because one or both parents have a significant connection to West Virginia, 
and West Virginia is the location of a substantial number of wih1esses and/or other sources of 
evidence relating to the children's care and upbringing. 

D Tue children are now present in West Virginia, and have been abandoned here. 

D Tue children are now present in West Virginia, and the Petitioner believes it is necessary for a West 
Virginia court to assume jurisdiction of this case on an emergency basis to protect the children., betmuse 
the children have been stibjected to or threatened with mistre~tment or abuse, or have otherwise been 
.neglected, or are d~pending on persons otµer than their parents. 

D The Petitioner believes no other state has jurisdiction over this case, and it would be-in the children's 
best interest for a West Virginia court to assume jurisdiction. 

D Another state has declined to assume jurisdiction over this case on the grnund West Virginia is the best · 
place to decide matters relating to the allocation of c:nstodial responsibility for the children, and for this 
reason, the Petitioner believes it would be in the children's best interest for a West Virginia court to 
· assuine jurisdiction. 

14. Check all of the following items that apply to your case. 

D J>rior to the sepru:ati~n, l:ioth parents perfonned a reasonable share of the caretakin,g l!fld pareQting 
functions for the children. For this reason, the Petitioner believes it is appropriate for the parents to 
continue to share the authority for 11:iaking significant decisions relating to the children's care and 
upbringing. Tue Petitioner also believes custodial responsibility for the children should be allocated in 
proportion to the time each parent spent in caretaki.ng and parenting fi.mctions before the separation. 

D Prior to the separation, the Petitioner performed most, if not all of the caretaking and parenting 
functions for the children. For this reason, the Petitioner beli~ves it is appropriate for the Petitioner to 
have sole authority for making significant decisions relating to the children's care and upbringing. the 
Petitioner also believes custodial responsibility for the children should be allocated between the parties 
in_proportioi1 to the time each parent spent performing caretaking duties prior to the parties' separation. 

15. Check all of the following items that apply to your case. 

Tue Respondent has: 

D Abused, negl,ected, or abandoned one or more of the children. 

D Sexually assaulted or abused one or more of the children. 

D Engaged in acts of domestic violence. 

D Repeatedly interfered with Petitioner's access to or contact with.the clnldren. 

D Repeatedly made false reports or accusations of domestic violence or child abuse. 
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15. ( continued) Check all of the folIO\viilg items that apply to your case. 

For these reasons, the P~titioner believes: 

D It is in the children's best interest that the authority for making significant decisions relating to the 
c~ldren's care and upbringing be allocated to the Petitioner atone. 

D The court should impose limits on the Respondent's custodial responsibility for, and cont~ct with, the 
children. 

D The Respondent should not be allocated any custodial responsibility, or pennitted any contact ,vith the 
children µajess the court specifically ijnds such custodial responsibility or contact '"'.iP not endanger the 
children, or the Petitioner. 

16. D Petitioner is in need 'Of spousal suppo11. 

17. D Petitioner is in need of support for the minor children. 

18. D Over the course of the marriage, the Petitioner and Respondent have accumulated marital property 
and/or debts which the Cow1 ,vill have to divide. 

19. D Peti_tionerwishes to resume using the name ____________________ _ 

20. Irreconcilab!e _differences have arisen-between the parties. 

21. D rJie parties hav:e lived separate and apart without cohabitation for one year or more. 

22. D The Respondent has inflicted cmel and inhuman treatment upon the Petitioner tvhich has destroyed or 
te~qed to destroy the r,nental or physical well.abeing of the Petitioner, and whicJ.i renders continued 
cohabitation with the Respondent unsafe and 1inendurable. 

23. D Other grounds for divorce: 

(Co11s11lt the Code of West Virgin;a for i11fo1111atio11 regarding the gr01111ds for divorce.) 

TIIEREFORE, the Petitioner asks the Court to grant a divorce, and to grant such other relief as the ·court 
considers proper, inch~ding the matters specifically stated below: 

D Approve the Proposed Parenting Plan filed by the Petitioner. 

D Order the Respondent to pay suppol1 for tµe minor cµildren. 

D Order the Respo.µdent to maintain health insurap.ce coverage on the clµldren, if reasonably avap~ble, 
and to assist with reasonable health care expenses not covered by insurance ol'by a government 
medical card. 

D Order the Respondent to pay spousal support. 

D Make a fajr an,d equitable division of marital property. 

D Award Uie D Petitioner/ D Respondent the exclusive use and possession of the marital home 

located at 
--------------------------------
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D Award the D Pemio°'~II D Respongenttµe exclus~ve :µs~ ancl possession pf tJ.1e.followir,tg motor 

vehicles: -------------------------------
□ Award the D Petitioner/ D Respondent the exclQSive use and possession of the fumitur~, furnishings 

and appliances ~oca~ed ~ th_e u~~tal home. 

D Award the Petitioner th~ exclusive use, possessiqn, !llld ownership of ~4e f9Uowm.g m;mt~l prop~rty: 

Description of Property Estimated· Value 

$ 

$ 

$ 

$' 

$ 

D Order that the Petitioner be held solely responsible for ilie follo,ving debts: 

· Description of Debt Amount Owed 

$ 

$ 

$ 

$ 

$ 

D Qrder that~~ Respondent be_ hel_d solely responsible for ~e follq'Ving d~b!s: 

Description of.Debt Amount Owed 

$ 

$ 

$ 

$ 

$ 

D Pro4ibit t_hif Respondent fyom C~:Q.veyµig or otherwjs~ ~sposiµg of any ~~111 property p~or to ~e 
time the Court clivides the property. 

D -Grant Petitioner the right to resiune rising the nanie . -----------------

D Prohibit iµe ~espondent fy_o:µi an119ying, abusiµg, tlµ-eateµing, or ~terfetjµg wi.thJhe persoMl ~b~ffi' · 
and safety of the Petiti~ner. 
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D Grant this other relief: 

Petitioner's Signature 

You...nmrt_sign the following Verification before a Notary Public or Deputy Circuit Clerk. 

VERIFICATION 

I,-----------------~ after making an oath or affinnatiou to tell the tmth; 

say that the facts I have stated in this Petition are trne to the best of my_personal knowledge and belief; and if! 

have provided information given to me by others, I believe that information to be true. 

Signature Date 

This Verification was sworn to or affinned before me 011 the ____ day of ________ 20 

Notary Public / Other Official 

My commission expires: __________________ _ 
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IN THE FA1\1ILY·CO~T OF 

INRE: 
Tb,e Marriage / Children Of: 

MONROE 

and 

COUNTY,WEST\7IRGINIA 

Case No. ----------
Judge: __________ _ 

Petitioner (First/Middle/Last) Respondent (First/Middle/Last) 

PETITIO1''ER'S CML CASE INFORMATION STATEME~ 
DOMESTIC RELATiONS CASES 

PETITIO~R'S IDENTIFYING INFOR.1\iIATl9~ IMPQRTANT NOTICE 

0 Check this box if you wish to keep 

Street Address the infonnation in this box 
CONFIDENTIAL because you 
fear for y9ur-safety and/or t4e 

City/ State / Zip Code safety of your children. 

( ) - D Male/ D Femal~ If.the box above is checked, this 
Phone Number page is sealed in the file an,d 

- - I I NOT TRANSMITTED 

Soci~I S~curity "Number - Date of Bil"Jh with the Petition and Smnmons. 

Race: D American Indian/Alaskan Native D Hispap.ic' 
Y <;>u ml~st complete _the foni;i., 

Affidavit To Withhold Identifying 
D Asian or Pac~p· Isl~der D Black Information, arid file it at the 
□ unknown 0 White. Circuit Clerk's Office. 

List all minor children affected by this action: 

Name Date of Birth ·social Security Numbe1· 

I I - -

I I - -

I I - -

I I - -

D YES. D NO Do you or any of your clients or witnesses in this case require special accommodations due 
to a disability? 

IFYES, SPECIFY: D Wheelchair accessible hearing room and o_ther facilities; 

D .Interpreter or othe.r auxiliary aicl for the hearing impaired; 

D Reader or other auxiliary aid for the visually in;ipau;ed; , 

D Spokesperson or other auxiliary aid for the speech impaired; 

D .Other: -------------------------
0 rig in al and ___ copies of petition enclosed/attached. 

SCA-FC-103: Petitioner's Civil Case Infonnation Statement-Domestic Relations Case-s 
Review Date: 09/2014; Revision Date: 09/2014; [1} WVSCA Approved: 06/17/2014 
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PETITIONER: Case No. -------------- ---------
RESPOND ENT: 

Days To Answer: Type ofSe1:vice: ---. ----------------------

1. RESPONDENT'S IDENTIFYING INFORl'\L\TION 

Street A~dress 

City/ State / Zip Code 

( ) □ Male/ □ Female 
Phone Number 

-: I 1 
Social Security Number Date of Birth 

Race: D American indian/ Alaskan Native D Hispaajc 

D Asian or Pacific Islander D BJa~k 
D µIlfil:lowil I D Whj.te 

3. D YES D NO .,Is either party seeking child support or alimony? 

2.· TYPE OF CASE RELIEF 
(Check All 'flwt Apply) 

D Divorce Without Children 
D Divorce With Children 
D Grandparent Visitation 
D Annulment 
D Separafo Maintenance 
□ Child Support Only 
0 Child (]ustridy Without Divorce 
D Paternity 
D ·Modification 
D Contempt 
D Infant Guardianship 
D Othet{specify): 

4. D YES D NO ·Is a :Qomestic Violence Protective.Order•in ~ffechiow? 

5~ D YES D NO Is there an active Child Protective Services· (CPS) investigation of.the children or was an . 
investigation conducted in the last year prior to filing this action? 

6. D I am proceeding without an attoiney. 

OR 
D I _h11ve ~ att~nn,ey. (Compl~te. at(o.mey i!t/0!1l!O,lio11 be/01~.) 

Atfomey Name: -----------------------------
F irtn: --------------------------------
Address: -------------------------------
Telep ho il e: ( ) ------------

Dated: 
Signature 

SCA-FC-103: Petitioner's Civil Case Infoi1nation Statement-Domestic Relations Cases 
Review; Date: 09/2014; Revision Date: 09/2014; CD WVSCAAJ?proved: 06/17/2014 
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IN THE FAMILY/CIRCUIT COURT OF MONROE COUNTY, WEST VIRGINIA ------------

INFORMATION REQUESTED BY DIVISION OF VITAL STATISTICS 

Civil Action Number: 

[Pertaining to Divorces and Annulments] 
Chapter 16, Article 5, Section 34 of 
Cotle of West Virginia, as Amended 

------------------------------
Petitioner's Full Name: ------------------------------
Respondent's Full Name: -----------------------------
Petitioner's and/or Respondent's Maiden Name: ----------------------

Petitioner's Date of Birth: I I Respondent's Date of Birth: 

Place of Marriage: ---------------
[COUNTY] 

Date of Marriage: I I -------
Divorce: D Yes/ D No 

Annulment: D Yes/ D No 

Names of Children Under 18 Years of Age 

Date of Decree: 

Date of Birth 

I I 

I I 

I I 

I I 

I I 

I I 

I I 

I I -------

[STATE] 

--------------------------------
[To be Completed by Clerk] 

SCA-FC-104: Information Requested by the Division of Vital Statistics 
Review Date: 06/2017; Revision Date: 06/10/2017; l_P WVSCA Approved: 6/13/2017 
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IN TIIE FAMILY COirn.T OF 

INRE: 

MONROE COUNTY, WEST VIRGINiA 

Civil Action No. 
The Marriage / Chiid1·en Of: -----------

and 
Petitioner (First/A,fi<}dle/Last) Respondent (First/Middle/Last) 

FINANCIAL STATEMENT 

This fQrIQ. :fyWST be _cQmpleted in ALL DIVORCE, CHILD SUPPORT, AND PA TERi.~JY 

CASES. 

The Petit~oner and the ~espondent must each complete one of these forms. 

The completed form MUST be flied in the Circuit Clerk's Office at the time of filing the'Petition 

for Div01·ce and/or the Answer to Divorce Petition, and a copy must be served on the opposing party. If 

the Bureau For Child Support Enforcement is a party, a copy of the completed form must also be 

served on their local office. 

If your case involves ·minor children, or either p;irty requests spousal support, you MUST file 

the folloning information WITH your completed Financial Statement. 

1. A copy of your most recent wage or ~alary sh1b showing gross pay, deductions for taxes and othe_r 

items, and net pay for a normal pay period, and for the year-to-date; 

2. Copies of your and your spouse's complete income tax returns for the two years immediately preceding 

the date.the petition was filed, together with copies of.the federal Fonn W-2 for those years; and a copy 

ofthe Form W-2 for the most recent year for which that form is available, even if a tax return has not 

yet been filed for that year; 

3. Fol' self-employed persons and business chvners, a copy of a current fwancial statement showing gross 

income, expenses, and net income; 

4. Copies of any invoices or receipts showing the cost of any extraordinary medical expenses for.the party 

or the chil~en, of any child care _expenses, and of any expenses necessitated by the special needs of the 

children. 

If the information you provide in this form changes, or any information you file along with this 
form changes, you MUST immediately· provide the ne,v information. Any upclates or changes to the 

financial statement must be filed in the Circuit Clerks office, and a copy served on·the opposing party, 

pursuant (o the scheduling order of ,he Court. If you do not have a scheduling order, then the 

information must be filed at least 5 days prior to any benring. 

The information you provide on this form is ONLY for use in the judicial system, and is 

required by law and court rule to be kept CONFIDENTIAL. 

D Check this box if you have filed the Affidavit for \Vithholding Identifying Information. 

If this box is checkecl you do not have to provide your home or employment address or telephone. 

SCA-FC-106: Finaurial Statement 
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~ead ~ach question carefully. ·,Provide all requested.information. Write or print clearly. After you 

have completed the forni; you MUST sign the Verification oil the last page before a Notary Public. 

Full Name: Date of Birth: I I 
------------------

Address: 

Phoge Nu.mber: ( ) _,_ __ _,_ _______ _ Age: ----
Any Ph,,ysical or Mental Disa~~lity: ________________________ _ 

Education: 

[j Les~. th:an High Sc~ool .D Hi~ School or Equiv:alent D Vosational D College O Postgr~d~mte 

Employer: Type of Work: --------------- --------------
Employer Address: -------------------------------
Pho ri e Nw.nber: ( ) ·.Date Employed: I I 

-'------'--------- ----------
G,;oss pay Per Pay Period: $ ---------
Paid: D Weekly D Every Two Weeks D Twice a Month ·□Monthly 

0 Yes O No: Do you receive TANF benefits? If "Yes," list montlµy amount: $_· _______ _ 

:YOUR INCOME: You MUST attach ,vritten docU;D1entation for all income."For wage earning employees 
who WO* fluctuating hours arid/or overtini~, provide '\yage hisfocy of atlea~t six months, or length of most 

recent employment, whichever is less. W~ge/salary history MUST be docmnented by·W-2 fonns, and/or 

year-to-date figures on the most recent pay stubs. For self-employed individuais, income MUST be verified 

by docll1llents which show gross income and expenses. 

INCOME MONTHLY INCOME MONTHLY 
SOURCE AMOUNT SOURCE Ai"\1:0UNT 

1. Salary $ 6: Payments from a Pension Plan $ 

2. Wages $ 7. Social Security, SSI' $ 

3. Commissions $ 8, Severance Pay, Unemployment $ .. 

4, Bonuses $ 9. Wo'rker's Compernmtion $ 

5. Tips $ 10. Other (explain below) $ 

Other Income (from No. JO): ---------------------------
SCA-FC-106: Financial Statement 
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PROPERTY 

List j\LL property in wh!.cµ you, and /or your spous1 have an interest. In the "Whq owns?" column, check 
"M" fot ~tal ptoperfy;. "P" if.separate property of Petitioner;, "R" if separate property ofResp~n~e.nt. 

)>ROPER.IT MARKET AMOUNT WHO 
DESCIUPTION VALUE O\VED OWNS 

Marita~ Home ,$ $ □ M DP DR 

Other Real Estate $ $ DM DP DR 

Mobile Hom~ $ $ □ M DP DR 

Motor Vehicles $ $ DM OP DR 

$ $ DM DP DR 

$ $ □ M DP DR 

Hous~hold Goods $ $ DM OP DR 

Checlqng Accounts $ $ DM DP DR 

Saving Accounts / Cbs $ $ DM DP DR 

Mo~ey Market Certificates $ $' DM. □ P DR 
.. 

DM DP DR Stocks $ $ 

Credit Union.Accounts $ $ OM OP DR , .. , 

Profit Sharing Plahs $ $ □ M DP DR 

Trusts $ $ DM OP OR 

Stocks / Mutual Funds $ $ OM OP DR 

Bop.els $ $ D·M DP DR 

Pension Plans $ $ DM'DP DR 

IRA I SJ;:P Accollllts $ $ DM Dr DR 

Whole Life Insurance $ $ DM DP DR 

Annuities $ $ DM DP DR 

Guns $ $ ·□ M D·P DR 

Tools $ $' DM DP DR 

Jewehy $ $ DM DP DR 

F_ersonal Property Not Located In Marital Home $ $ □ M DP OR 

*Other $ $ OM D'p □ It" 
$ $ DM OP OR 

~Other iricltides, but is not limited to: coin ·coliections; art; state 'and federal tax refunds; ilioney' owed fo you 
or y6ur spouse; business 'interests; money expected from a lawsuiror settlement~ education benefits; patents; 
copyrights; royalties; contents of safe deposit boxes; and anything else of value. 

SCA-FC~106: Financial Statement 
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PROPERTY CONVEYED TO OTIIERS 

List all real or persona~ property with a value of$500.00 or m9re;that was sold, given away, O! otherwise 

tram.ferr.ed by you iµid/or you,r sp~µ$e "1(ithin t4e last 5 years. DescJjpe each such it_~µi; ,I_ist wark;et Ve!!µ~ 
when transferred; lis_t type of transfer; provide name of the person to whom property was transferred,; list 
amount received. 

DEBTS 
Lisi ~ll debts owed by you, ang/or your spouse. Iii the "Whose debt?" colwnn, chec~ "M" for marital debt; 
"P" ifsep_arate debt of Petitioner; ~'R" if sepru::~te debt of Respondent. 

OWED AMOlJNr FOR SECURED WHOSE 
TOWHOM? OWED $AT? BY? DEBT? 

$ □MOP □ R 

$ □MOP DR 
-... 

$ □MOP DR 
$ □MOP □ Ji 

$ □MOP DR 
$ □MOP □R 

$ □MOP [jR 

$ □MOP OR 

$ □MOP DR 

TOTAL OWED:· S ,TOTALOFALLMONTHLYPAYMENTS: S 

SCA-FC-106: Financial Statement 
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CmLDREN 

List the names; ages; birth dates; and sociai secl'irity numbers of ali minor children involved 111 this c~se. 

Then, answer,the ;}ist of questions below about the children. 

NAl\lE :AGE DATE OF BIRIB SOCIAL SECURITY NO. 

I I - -
I I - -
I I - -
I I - -
I I - -
I I - -
I I - -

0 Yes O No: Do your children receive social secunty·benefits? 

If "Yes," !1st amount-per month: $ ---------
□ Yes D No: Do your child.ten receive incoilie or wages? 

Ifl'Yes," list ~ount per m.oµth: $ ---------

□ Ye~ D No: Do your children have any special ne~ds that result in extraordinary expenses that should be 

taken into account when the court sets the amount of child su~port? 

Ifi'Yes,
11 

exJ?lain: ----------------------~---

D Yes D No: Are child care ·expenses currently being paid so that the parent who truces care of the .children 

can work or seek work?, 

If "Yes," ,1qw much pe~ m9q~: $ . Yqu MUST a.ttach rec.e.ipts, ---------
□ Yes. D No: Ate rou th.~ parent of minor dµldren OTHER tha.n:th~ ~or childr~Ii. inv~lved in tJn.s case? 

D Yes O No: Do you provia~ suppprt for ~y disabled adult chi,ldren? 

NAl\lIE 

If '.1Yes," list these childre~'s names, ages, the nature of their disabilify, an~ the amount of 

sµpport you provide ead1-~onth. ¥ ou must attach receipts or other documentation for t11e 

support you provide. 

AGE ~OUNT 
N~JURE OF DIS~ILITY -PERl\10NIH 

$ 

$ 

.$' 

$ 

$ 
$ 

$ 

SCA-FC-106: Financial Statement Page 5 of 10 
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HEALTH INSURANCE 

D Yes D No: Is liealtli instirance available fo you through your employment? 

If you answered ''No/ you MUST provide written verification from.your employer that, 

health insurance is not available to you. If you have health insurance frotn ANY source, 

you MUST c~mplete the following table. 

INSURANCE COMPANY NAME ,!IDDRESS 

POLICY~ER GROuP NUMBEl{ OrnER_ ID NO. JmSTRIC]JONS 

. 

PERSONS COVERED DEDUCTIBLES 
CHILDREN'S PORTION 

OF PRE~ (AMT) 

$ $ 

□·yes -□ No: Do you have fec~~g. OUF(?f-pqcket health expenses for yourself or your children· that ru;e 

n~t covered by lllSU!ance? · 

If "Yes, 11 you MUST attach documents that verify these expenses. . . 

CHILDSUPPORT PAYMENTS 

0 Yes O No: Do~ currently pay coiui-:ordered d.iild support payments for any ,chiidren OTHER than.
the chiich-en,involved in this case? 

FULL.NAME 

If "Yes," -you MUST attach a copy of the ~ifopport" Order, and records showing your payment 

history; and you must list the foll~wing information -for each child: ·full-name; birth date; 
social secnritr nuniber; monthly payment for 'that chiid.-

DATE OF BIRTH SOCiAL SECURITY NO. MONTHLY· 
PA~NJ" 

I I - - $ 

I I - - $ 

I I - - $ 

I I - - $ 

I I - - $ 

I I - - $ 

I I - - $ 

SCA-FC-106: Financial Statement Page 6 of.IO 
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SPOUSAL SUPPORT 

If you are requesting spousal support, you MOST complete the following list of monthly expenses. These are 

the amounts you now pay if you are living separate from your spouse. If you have not yet separated, listithe 

amounts you estimate you will have to pay when you do separate. 

MONTHLY EXPENSES 

ITEM 
MONTHLY ITEM 

MONTHLY 
AMOUNT AMOUNT 

Credit Card Payments/Other 
$ Rent or Mortgage: $ 

Payments on Unsecured Debts: 

Car Payments: $ Home Repair/ Maintenance: $ 

Car Repairs: $ Electric: $ 

C~ I,tisuraµce: $ Water/ Sewer: $ 

Gasoline: $ Gas: $ 

Food: $ Trash: $ 

Clothing: $ TV /Cable: $ 

Child Care: $ Telep4one: $ 

Health Insurance: $ Entertai.mnent / Recreation: $ 

Other Insurance: $ Expiain: 

Medical I Health 
$ Explain: 

Not Cov:ered By Insurance: 

Other: $ Explain: 

TOTALl\iIONTHLY:EXPENSES: $ 

IF EITHER YOU OR YOUR SPOUSE IS REQUESTING SPOUSAL SUPPORT, YOU MUST 

COMPLETE THE REST OF THIS FORl\11. 

SCA-FC-106: Financial Statement 
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PETITIONER INFOW\iATION 

PETITIONER'S EDUCATION 

D Yes D No: Graduate from hi~ scho(?~? 

;If".Yes," what year? -----
□Yes 0No: Receive a GED? 

.If "Yes," what year? -----
□ Yes 0No: Graduate from tecbnicai or trade school? 

If "Yes," list.type 9f tra!lling or degree and yearreceived. 

0 Yes □No: Gradi1ate from coilege? 

If 1.'Yes,'',list degree and year received. 

D Ye~ D No: Receive a_ po~t-graduate degree? 

If ''Yes," list degree ~d y~ar received. 

PETITIONER'S EMPLOYMENT mstoRY. 
List last.four jobs. List employer; position held; dates ~mployment.began and ended; and monthly ~alary. 

.. MO~Y EMPLOYER POSillON BEGINDATE END DATE 
GROSS INCOME 

I I I I $ 

I I I I $ 

I I I I $ 

I I I I $ 

PETITIONER'S HEALTH 

Peti!io~er's Age: ----
Petition~•s physical health is: D Excellent D Goocl D Poor. If "Poor," explain: 

~et_itjo,ger's ~enta\ and e.µioti~,µal, healUi is: D Excellent D Good D Pooi:. ff "Poor;'.' explaiµ: 

SCA.,.FC-106: Financial Statement 
Review Date: 05/2014; Revision Date: 05/2014; CD WVSCA Approved: 06/17/2014 

Page 8 of IO 



RESPONDENT INFORi'\'1ATION 

RESPONDENT'S EDUCATION 

D Yes D No Gradtiate from high school? 

If "Yes," what yeru1 ____ _ 

D Yes D No Re·ceive a GED? 

If "Yes," what yeru1 -----
□Yes 0No: Graduate from technical or trade school? 

If "Yes," li~t ;type C?f training or degree and :year received. 

D Yes O No Graduate fro~ college? 

If 11)."~s,11 list d~gree and ye~rr~ceived. 

· D Yes D No Receive a post-graduate degree? 

If "Yes," list-degree and year received. 

RESPONDENT'S EMPLOYMENT HISTORY 

List last four jobs. List employer; position held; dates empl~yment began and ended; and moJJt4l.Y ~aiary .. 

EMPLOYER POSmON BEGINOATE1 ENDDATE 
MONTHLY 

GROSS INCOME 

I I I I $ 

I I I I $ 

I I I I $ 

I I /' I $ 

RESPONDENT'S HEALTH 

Respondent's Age: ----
. Respoµ<:J,enJ's physical i1ea\th is: 0 E~cell~ijt ·o Good O Poor. ·If ,;Ppor," explain: 

Respoµde11t's ID,ental and ~I~Qtional health. is: D Exceijent D Ooo~ D Poor: If ;'Poor,11 expl~: 

SCA-FC-106: Financial Statement 
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OBTAINING ADDID0NAL EDUCATION OR TRAINING 

D Yes ONo: Wmild ad~tional'trainiµg and/or educatioµ help the party seeking spousal support to 
increase earning ability within a reasonable time? 

If "Yes, 11 explain what type of training or education; the estimated yearly cost of such training or education; 
and the length of time it would take to complete this training or education: 

ADDIDONAL INFORMATION 

Explain why you think spousal support should be awarded, or denied: 

VERIFICATION 

I, , after making an oath of affirmation to tell the trnth~ say that ----------------' 
the facts I have stated in this Financial Statement are tme to the best of my personal knowledge and belief; 

and ifl provided infonnation from others, I believe that information to be true. 

I understand th:it deliberately failing to provide complete disclosure, and knowingly providing 

incorrect information constitute the cririi'e of false swearing. 

Signature 

This Verification was .sworn to or affiimed before me on the ___ day of _______ _, 20 . 

Notary Public / Other Official 

My commission expires: ______________ _ 

CERTIFICATE OF SERVICE 

State of West Virginia 

County of ___________ _ 

I,------------~ the person completing this Financial Statement, mailed copies 

of the Financial Statement and ail attached documents, by first class mail, postage paid, to: 

at the address of _______________ __, ----------------
at the address of _______________ __, ----------------

0 n the ___ day of ____________ _, 20 

Signature Date 
SCA-FC-106: Finanrial Statement 
Review Date: 05/2014; Revision Date: 05/2014; [p WVSCA Approved: 06/17/2014 

Page 10 of IO 



BUREAU FOR CHILD SUPPORT ENFORCEMENT 

APPLICATION AND INCOME WITHHOLDING FORM 

This Form MUST Be Completed In All Cases Involving Minor Children or Spousal Support! 

Withholding services will begin immediately when the Bureau for Child Support Enforcement receives this 
completed application, which MUST be accompanied by a copy of the current Support Order IF one is now in effect. 

D Check this box if a Support Order in NOW in effect. 

PETITIONER 

Full Name: Birth Date: I I SSN: 

□Male I D Female Relationship to children involved in this case: ---------------

Residence Address: 
(List complete physical address: county, city, street#, apt.#, zip code) 

Mailing Address: 
(List mailing address ONLY if different from physical address) 

Daytime Phone No: ( ) 
-'-------'---------

Driver's License No: 

RESPONDENT 

Full Name: Birth Date: I I SSN: 

□Male I D Female Relationship to children involved in this case: 

Residence Address: 
(List complete physical address: county, city, street#, apt. #, zip code) 

Mailing Address: 
(List mailing address ONLY if different from physical address) 

Daytime Phone No: ( ) Driver's License No: 
------------

Dependents: (List full name, sex, birth date, social security #, and custodian for each dependent) 

Name Sex Date of Birth Social Security No. Custodian 

I I - -

I I - -
I I - -
I I - -

Income Withholding (List complete address of the employer or other source of income to which an 
Income Withholding Notice should be sent.) 

Pursuant to the Privacy Act [5 U.S. C. 522a], the Bureau for Child S1pport Enforcement (BCSE) is required to inform 
you of the following: (a) that the request for your social s~curity number is a mandatory requirement pursuant to the 
Social Security Act {42 U.S.C. 466(a)(J 3)]; and (b) the BCSE will use this information only in connection with the State's 
child support enforcement program for purposes of establishing paternity and establishing, modifying, and enforcing 
support obligations. CONTINUED ON NEXT PAGE 

FDVCSAP: Bureau for Child Support Enforcement Application and Income Withholding Form 
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D Check this box if you or your children currently receive TANF benefits. 

D Check this box if you currently receive, or have applied for DHHR's Child Support Services. 

IF YOU CHECKED any of the two items immediately above, skip to the end of the form. SIGN on the 
line provided. and you are done. 

IF YOU DID NOT CHECK any of the two items immediately above, YOU MUST CONTINUE! 

D I understand that unless otheiwise directed by the Court, any Court Ordered support MUST be collected 
by the BCSE through Income Withholding. 

YOU MUST CHOOSE ONE OF THE THREE FOLLOWING OPTIONS! 

OPTION#l: 

D I am applying for FULL SERVICES from the BCSE. I understand that full services include, but are not 
limited to the following: *Collection and distribution of support payments. *Collection and Enforcement 
of support by income withholding. *Establishment and enforcement of Support Orders. *Establishment 
of paternity. *Enforcement of Support Orders through Federal and State Tax offsets, unemployment 
compensation intercepts, and workers' compensation intercepts. *Location of parent(s). *Interstate 
services. 

As an applicant for FULL SERVICES, I AGREE to comply with the following requirements: (1.) I 
understand l MUST assist the BCSE to establish and enforce paternity, child support, and medical 
support, and to collect child and spousal support. I understand this assistance may include providing 
information about the non-custodial parent and responding promptly and completely to requests from the 
BCSE. I understand I may be required to testify as a witness in court or in other proceedings. (2.) I 
understand that I am free to pursue legal actions through a private lawyer, but that I must inform the 
BCSE ifl do this. (3.) I understand that I MUST repay all money received in error to which I am not 
entitled. 

OPTION #2: 

D I am applying for Income Withholding Services ONLY. 

OPTION#3: 

D I DID NOT CHECK Option # 1 or Option #2. I do not want services from the BCSE at this time. 
I understand that even though I have not requested services at this time, I can request services at any time 
by applying at the BCSE office in the county in which I live. 

I CERTIFY that I have read and understand all statements on this application, and that all 
information I have provided is TRUE and ACCURATE to the best of my knowledge. 

Signature Date 

0 Check this box if YOU WOULD FEAR FOR YOUR SAFETY, or THE SAFETY OF YOUR 
CHILDREN if your address and telephone number are disclosed. 

FDVCSAP: Bureau for Child Support Enforcement Application and Income Withholding Form 
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If you are the party to schedule the 
hearing in your case use the following 

form. 

Hearings may be scheduled no sooner 
than 20 days after service has been 

made on the respondent. 

Hearing notices must be sent to both the 
opposing party and the Circuit Clerk for 

placement in your case file. 

You may schedule a hearing by calling 
family court at 304-64 7-7 406. Have 

your names, phone numbers and case 
number available. 



IN THE F At'\llLY CO~T OF MONROE COUNT~WESTVIRGINIA 

INRE: Civil Action No. 
The Marriage Of: ----------

and 
Petitioner {First/Middle/Last) Respondent (First/Middle/Last) 

NOTICE OF HEARING 

(You m,1st co11tact t/1e_Fa11~ily Court staff to sclle<fule a /1_eari11g tfate.) 

T.O: ,...,,....-------------------------------------Name 

Street Address 

City I State / Zip Code 

Yoll are hereby given_notice tp.at the undersigne9 will bring the aboye-styled action 9n for final hearj.ng 

before the Family Court Judge. Tue hearing will be on the day of , 20 --- --------· 

at __ : __ D a.m. / D p.m., or as soon thereafter as may be heard. Hearings before the Fannly Court Judge 

s)lall b_e held at the following location: 

You _may be present to protect your interests. 

Signature 

CERTIFICATE OF SERVICE 

I, ______________________ __, Petitioner/Respq~dent in t4e 
(Print Your Nanie) 

foregoing action hereby cert~fy that I have sent a copy of ~his Notice of I.Iearing to the Petitioner/Resp9~denr 

at the above address by depositing a true copy of the same in the U.S. Mail, postage prepaid, this the 

day of ,20 --- -------~ 

S_ignature 

SCA-FC-107: Notice of Hearing 
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The fallowing farms are optional and 
are included for your convenience. 

Please review the instruction packet to 
determine if any of these farms pertain 

to your circumstances. 



IN THE COURT OF MONROE COUNTY, WEST VIRGINIA 
--------- -----------

Case No. -------------

v. 
Plaintiff or Petitioner Defendant or Respondent 

FINANCIAL AFFIDAVIT AND APPLICATION: 
ELIGIBILITY FOR WAIVER OF FEES, COSTS, OR SECURITY IN A CIVIL OR DOMESTIC CASE 

OR FOR COSTS ASSOCIATED WITH 
REQUIRED POLYGRAPH EXAMINATION OR ELECTRONIC MONITORING 

A. Information for the Applicant: 

l. You will be allowed to file and cany on your civil proceeding without giving security or paying fees or costs that 

would otherwise be required, if the court finds that you meet the official financial guidelines. 

2. You must complete the affidavit for the court to determine if the costs of either a polygraph examination, required 

by W. Va. Code§ 62-1 JD-2, or electronic monitoring, required by W. Va. Code§ 62-1 JD-3, will be paid by the 

supervising entity. 

3. You must file a separate affidavit and application anytime your financial situation no longer meets the official 

guidelines or anytime the court orders you to do so. 

4. You must attach a copy of your most recent salary stub, W-2 form, or other financial documentation (with all social 

security numbers and all dates of birth removed {you can black them out]) that verifies your income. Without the 

attached documentation, your application will be incomplete and not considered. 

5. At any time you may request or the court may require review of your eligibility for a waiver; and at any time the 

court may require you to pay fees or costs previously waived or to pay future fees or costs. 

6. When you sign this form, you will have to swear or affirm that you have completely and truthfully provided all 

information sought, to the best of your knowledge and ability. I/you knowingly give any incomplete and/or false 

information, you may be prosecuted for the crime of false swearing. 

7. The information you give in this form will be confidential only in a domestic violence or a divorce case. 

8. Except for signatures, all information must be clearly printed. 

B. Information about You and Your Case: 

la. Name: lb. Telephone Number: ----------------- -----------
l c. Address: 

SCA-C&M201: Financial Affidavit and Application 
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2. Describe what is involved in your case: 
Case No. 

3a. Doyouhavealawyer? 0Yes 0No 

b. Have you paid or will you have to pay your lawyer? D Yes D No 

c. Will you have to pay your lawyer only if you win? D Yes D No 

4. Check if seeking waiver for: 

D Cost of required polygraph examination (W. Va. Code§ 62-11 D-2); and/or 

D Cost of required electronic monitoring (W. Va. Code§ 62-11 D-3). 

C. Information about Your Financial Situation: 

la. What is your current~ net (take-home) income from all sources: 

Employer: $ Second Job: $ Self-Employment: 

Public Assistance: $ Food Stamps: $ Unemployment: 

$ 

$ 

Benefits: $ Disability Benefits: $ Social Security/SSI: $ 

Alimony: $ Pensions: $ Rental Income: $ 

Interest: $ Dividends: $ Annuities: $ 

Odd Jobs: $ Other: $ (specify): 

YEARLYTOTAL: $ 

Please remember to attach financial documents which verify this information. 

lb. If your listed income is zero (0), please explain below and attach some verification (i.e. DHHR or food stamp 

information): 

2a. List the names and relationships to you of all the persons supported by this income, whether or not they are 

household members (provided, that these persons can be claimed as dependents on your federal tax return): 

2b. What is the total number of dependents, including yourself? -----
3. How much money do you, individually or jointly, have in cash, checking and savings accounts, deposit certificates, 

and/or bonds (liquid assets)? $ 
------------

SCA-C&M201: Financial Affidavit and Application 
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Case No. 

4a. List your regular monthly household debt-payment and other expenses: 

Mortgage/Rent: $ Car Payment: $ Loan Payments: 

Credit Card Payments: $ Other Debt Payments: $ Utilities: 

Cell Phone: $ Food: $ Child Care: 

Child Support: $ Alimony: $ Medical Bills: 

Other Expenses: $ (specify): 

4b. What is the total amount of these monthly expenses? $ ----------

$ 

$ 

$ 

$ 

Sa. List all cars, trucks, motorcycles, or recreational vehicles (all-terrain vehicles, motor homes, snowmobiles, boats), 

including their make, model, and year, that you own, individually or jointly: 

5b. What is the total value of these items less any amount owed? $ ------------
6a. List all real estate (houses, lots, land, rental property, other commercial property) that you, individually or jointly, 

own. 

6b. What is the total value of these items less any amount owed? $ ------------
7. What would the consequences be for you if a waiver of fees, costs, or security is denied? 

8. This application consists of three (3) pages and pages of supporting financial documents. 
------

By signing my name on this form, I swear to or affirm: (1) the completeness and truthfulness, to the best ofmy ability 

and knowledge, of the information I have provided and (2) my belief that I have a right to a waiver. 

Signature of Affiant-Applicant: --------------------
Taken, subscribed, and sworn or affirmed before me, by the person whose signature appears above, on this 

___ day of ___________ , 20 ___ , 1n ___________ County, West Virginia. 

Signature of Notary (Clerk or Deputy Clerk): -------------------
For Court Use Only 

The affiant's application for a waiver is (clerk: initial one) _______ granted _______ denied. 

Date: ________ _ Signature of Clerk or Deputy: __________________ _ 

SCA-C&M201: Financial Affidavit and Application 
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IN THE FAMILY COURT OF ______ COUNTY, WEST VIRGINIA. 

In Re: 
The Marriage / Children of: 

Civil Action No. -----

and 
Petitioner Respondent 

Address Address 

Daytime phone Daytime phone 

PROPERTY AGREEMENT 

The Petitioner and Respondent agree to the following division of all of their marital 
property, separate property, and debts. 

The Petitioner, _____________ , shall receive the following property and debts: 

The Respondent, _____________ , shall receive the following property and debts: 

By signing this agreement I am representing to the court that: 
1. I have entered into the agreement voluntarily. 
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2. I have full and complete knowledge of all property and debts my spouse and I acquired during 
our marriage and all separate property owned by each of us during the marriage. 

3. I understand this agreement and believe it to be fair and in my best interest. 

Petitioner Date 

Respondent Date 

ACKNOWLEDGEMENTS 

State of West Virginia 

County of --------------
I, ______________ _, a Notary Public in the county and state aforesaid do 

hereby certify that ______________ , whose name is signed to the writing above has 

acknowledged the same before me in the aforesaid county and state on ----------

Notary Public 

My commission expires: ---------
State of West Virginia 

County of --------------
I, ______________ , a Notary Public in the county and state aforesaid do 

hereby certify that ______________ , whose name is signed to the writing above has 

acknowledged the same before me in the aforesaid county and state on ----------

Notary Public 

My commission expires: ________ _ 
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IN THE FAMILY/CffiCUIT COURT OF MONROE COUNTY, WEST VffiGINIA 

AFFIDAVIT OF our-OF-STATE OR UNKNOWN RESIDENCY 

STATE OF \VEST VIRGINIA 

COUNTY OF MONROE , tQ-wit: ------------
I, , after being sworn, do say that I am the Petitioner in 
----------------' 

the foregoing Petition for Divorce now pending in the Family Court o'f ______ M_o_nr_o_e _____ _ 

County, West Virginia; an.d further that: 

The Respondent, -----------------

(CHECK ALL THAT APPLY) 

D is not a resident of the State of West Virginia; and the last known address of the Respondent is 

County; --------------
OR 

D After giving my documents twice to the Sheriff in the County where the Respondent resides, tlie 

Sheriff has not been able to se1vethe Respondent; 

OR 

D I have used due diligence to detennine the address of the Respondent and have been ~ble to 

locate it. The address of the Respondent is unknown to me. 

Petitioner, Pro Se 

Taken. sworn to, and sul;)scribed before me tltjs ___ day of _________ . 20 __ 

Notary Public 

My Commission expires ___________ _ 

SCA-FC-110: Affidm-it of Ont-of-State or Unknown Residency Page 1 of 1 
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IN THE FAMILY CO~T OF 

INRE: 

MONROE COUNTY,WESTVIRGINIA 

The Marriage of: 
Civil Action No. ----------

and 
Petitioner (First/Middle/Last) Respondent (First/Middle/Last) 

ORDER OF PUBLICATION 

THE OBJECT OFTms SUIT IS_TO OBTAIN A DIVORCE. 
THIS IS A PUBLICATION BY CLASS II LEGAL ADVERTISEMENT. 

To the Above-Named Respondent: 

It appearing by affidavit filed in this ~ction that __________________ _ 

is a non-resident ofthe State of West Virginia or has an unknown address. It is hereby ordered that 

_________________ serve upon ________________ _ 

(Check 011~v one.) D Petitioner/ D Petitioue1~s Attorney/ D Circuit Clerk's Office, whose address is 

--------------------------------, West Virginia, 

an Answer, including any related cotmterclaim or defens•e you may have to the Petition For Divorce filed in this 

acti01i.on or before , 20 . If you fail to Answer the Petition for Divorce, ------------· ---

a judgment may be taken against you for the relief demanded in the Petition. 

A copy of said Petition can be obtained from the undersigned Clerk's Office. 

,Entered by the Clerk of said Court ______________________ _ 

Clerk of the Court 
•·· ' 

SCA-FC-111: Ordel' of Publication 
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IN THE F AMIT., Y COURT OF MONROE COUNTY, \VEST VIRGINIA 

In Re: 
The Marriage of 

Petitioner (First/Middle/Last) 

Address 

Civil Action No. 

and 
Respondent (First/Middle/Last) 

Address 

CERTIFICATE OF DIVORCE 
(Name Change) 

W. Va. Code§ 48-5-613 

This matter is before the Court pursuant to a name change request in the above-styled divorce. The 

following is hereby provided: 

1. That D Petitioner's/ D Respondent's name is __________________ , as 

provided on the birth certificate issued by the State of ---

2. The D Petitioner's/ D Respondent's date of birth is 
----(D=-at-,c),--------

3. The D Petitioner's / D Respondent's social security number is 
------------

4. Tue D Petitioner's / D Respondent's name is changed to -----------------
:from his or her former name of 

5. The effective date of the D Petitione1Js I D Respondent's name change is 
---------

(Date) 

A certified copy of the Certificate of Divorce shall be provided to the D Petitioner/ D Respondent. 

This Certificate of Divorce may be used for all lawfhl purposes, including as proof oflegal name change for a 

driver's license or state identification card at the Division of Motor Vehicles. Tiiis Certificate of Divorce shall 

be treated as a pleading and not au order under Rule 6 of the West Virginia Rules of Practice and Procedure for 

Family Court. 

Issued this 

Family Court Judge 

SCA-FC-116: Certiiknte of Divorce (Name Change) 
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IN THE FAL,·llLY/CffiCUIT COURT OF MONROE COUN1Y, WEST VffiGINIA 

ACCEPTANCE OF SERVICE 

I hereby accept service of the St~ons and a copy of the Petition in the case styled, 

and ------------------ -------------------

Civil Action No. ________ , this ___ day of __________ , 20 __ _ 

'Tliis Acceptance of Service shall have·the same force and effect as if personally served upon me in 

Monroe -------------County, West Virginia, by the Sheriff of said CoWity. 

Signatm:e of Respoµqent 

Provide the i11fon11atio11 below if you have NOT 
requested to withhold your identifying infon11atio11. 

Address 

( ) 
Phone 

Taken, sworn to, and subscribed before me this ____ day of _________ _, 20 . 

Notary Public ot Deputy Circuit Clerk 

My Collllllission expires __________________ _ 

SCA-FC-105: Acceptance of Service 
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IN WE FAlViIL)' ~Olffl_T OF MONROE COl.11'-.TI, WEST VIRGINIA 

INRE: Civil Action No. 
The Marriage / Children of: ----------

and 
Petiti01.1er (First/MiddleJLast) ' ,. . ' 

Re~pon,dent {F(rst/MiddleJLast) 

SERVICEMEMBERS CIVIL RELIEF ACT WAIVER: 
WAIVER OF RIGHT TO REQUEST STAY OJ,<' PROCEEDINGS 

[To he completed by Military Service111embers o,i~v.J 

I acknowledge that I have the right to request a stay of proceed~gs in this case 1mder the 

Servicemembers Civil Relief Act. The stay of proceedings, or continuance,.would postpone a hearing in this 

case if it were granted. 

I hereby waive and give up the right to a stay of proceedings. I want to proceed with this case. 

Signature Date 

Printed Name 

;Taken, sworii to, and silbscribed before me this ____ day of _________ , 20 __ _ 

Notary Public or Deputy Crrcmt Clerk 

My Commission expires __________________ _ 
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NOTICE to Court Personnel: 
Pursuant to Rule lO(b) of the Rules of Practice and Procedure for Family Court, upon the filing of 

this affidavit in proper form, the person filing the affidavit, or the person in whose interest the affidavit was 
filed shall be permitted to withhold identifying information from all persons except court personnel whose 
duties require access to the information; and shall not be required to provide identifying information in 
pleadings, forms, document filings, or in any other manner. All court personnel with access to such 
identifying information shall keep the information confidential, and shall withhold it from all persons except 
other court personnel whose duties require access to the information. 

IN THE FAMILY COURT OF _____ COUNTY, WEST VIRGINIA 

In re: The Marriage/ Children of: 

________ _, Petitioner, and _________ , Respondent. 

State of West Virginia. 

County of ________ _ 

Civil Action No. 

AFFIDAVIT 
to 

Withhold Identifving Information 

I, _______________ , after being sworn, state that the health, safety, or 

liberty of the persons whose names are listed below would be put at risk by the disclosure of information 

which could be used to locate these persons, or contact them by telephone, or by other means. Persons at 
risk are: ___________________________ _ 

These persons are at risk because: _________________________ _ 

Petitioner _ Respondent. 
(Print your name.) Signature 

Sworn to before me this __ day of _______ _, 20 . 

Notary Public 
My commission expires ________ _ 
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